, OFFICE OF THE SECRETA
87/ APPLICATION FOR RECORDS RETENTION SCHEDULE DERARTMONT OF ARCHves aD ety

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—‘5M-1 for instructions on compieting. this form. Forward signed original to
Department of Archives and History, Records Management Dms:on 330 Capttol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section, .

FOR AGENCY USE 1. Agency Addre | FOR RECORDS MANAGEMENT USE
\pplication Date gt te of GA" DePt Of Defense A.ppl!cation Number
Civil Defense Division =3 23 O
i 959 E. Confederate Ave.
\pplication Number P. 0. Box 18055 Date Received Date Completed
Atlanta, 6A 30316 - | MAR 201981 APR 161981
2. Person to Contact ~ Working Title - Telephone Nurmber

Vivian Tucker ) , Senior Secretary : 656-6167

3. Action Requested
3. [} Estaoisn Retention Scheduie; record wiil continue to accumulate.
b. O Dispose of present accumutation; no further accumiulation anticipated. S e — : S o

¢. O Amend ApplicationMNo. . . Check One: {J Change: {J Supercede: 00 Void
A. Dates of Series 5. Records Series Title {followed by title used in office; if different)
Eartiest Latest

Civil Defense City/County Orgariizational Correspondence Files

I

5. Division and Office Function What is the function of the Division and the Office in which this record series is created?
DIVISION: Yo implement and administer the Georgia Civil Defense Act of 1951 as amended,
The Georgia Natural Disaster Operations Plan and the Georgia Nuclear Emergency
Operations Plan.
OFFICE: Administrative functions pertaining to state and federal legal and operational
‘readiness requirements for local government civil defense organizations and
federal legal and operational requirements for the state Civil Defense Division. .

)

7. Record Series Description This file contains the foliowmg do::uments finclude form numbers and titles, if any):
: Attach samples of the file,
Documents relating to: City/County Organization Operations

~

Included are: General correspondence to Mayors, Commissioners, and Civil Defense
Directors, pertaining to operational requirements, etc.

Routine operational correspondence in the areas as depicted on the Program
Management Chart.

Correspondence to the Director of Administrative Services and Logistics
Officer pertaining to financial assistance, P&A, Federal Matching Funds
and Federal Excess Property.’

File is arranged: In a]phabet1c order by each county's name in State of Georg1a then each
folder chronologically by date. .
8. Momhly Reference Rate How often are records referred to which are:

One to six months old _weekly __; Seven to twelve months old _monthly; Thirteen to twenty-four months old Quarterly
twenty-five monthsand older___ X ?

9. Annual Rate of Accumulation of Rerords - - . B
Lefter-size drawers 2 ; Legalsize drawers . %;Shelves_____;Other {specify)

\A-50-71, Rev. 76 1Over)
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YES | NO | 10. Questionnaire  {Place an "X in the proper column)

X a. Is this the official copy of the series?
. ) not. where is it?

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.

¢. s this a vital record?

d. Does this series have historical or long term research value?

do@mgimmugﬁ.ln;ratslyz

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these

f, Isthe miqmmmmm_ewmih&ﬂmach oDy,

. Is the infbrmatlon éontamed in this series ever analyzed and/or recorded in a summarized report?
If ves. attach cooy,

I e ||

X -1 h. lIs there a duplication of this series in your office, or in another office or agency?
H yes, where?

X i. ls this m@ammmmmwmm?

X | i Does the record series result in a computer printout?

11. Retention Requirements The following requires the series to be kept:
a. State Law years. - d. Audit period years.
_b. Statute of limitation years. ~e. Administrative need 1 years.
c. Federal law - years. - f. Federal retention instructions . Years.
Attach copy or excerpt of laws or regulations. Explain administrative need, - :
' ' .
: .
12. Aporoved Disposition Instructions This agency recommends that the file series be cut otf at the end of sach: >
e lCalendarYear g Fuscalvear O Other __. then,
€1 Hold in the current files area __.____...._month{s) .____]_.___ vear(s) then
& Transfer to local holding area, hold ._2__year(s), then
{J Transfer to State Records Center;hold —______year{s); then
K Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specify}
These instructions apply to all prior and future accumulations of the series.
" | Agéncy Head/Designee (Signature} Date Records Management Officer (Signature) Date

/-'\ Stats Records Committea fognamre)

éﬂ}%&l,&yn&v 34551 Lk e 3-144/

Recommendations in para- - [ ~ _ _
graph 12 are approved. State AudltorIDesugnee W S V/’? -'lt

(If disapproved, attach letier
of explanation.) ‘ hi’ﬁ;creta%étateﬂ)esigmee ‘}l-:/ i’gj

Attorney General/Designee ﬁ Lf["/ )’ ’9

AR-50—-71; Rev.76 {Reversa Sidé) ~




